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1 
OFFICE OF THE SECRETARY OF =ATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENf, DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
1 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives a d  History, Rnwds Management Division, 330 Capitol Avenyc, Atlanta, Gmgia, 30334, 
Attention: Scheduling M i o n .  I I 

FOR AGENCY UbE 
I 1. &enyAdb.rr  - FOR RECORDS MANAGEMENT USE 

of duca Application Numbw 

€31- l b 6 - A  8 ~ ~ ~ ~ ~ m ~ r f t u o c , ~ , o n a ~ ~ ~ u , a t i o n  

1752 East Tower; Floyd Bui ld ing  M-AY i 0 Tg- IJUN 7 1985 

@plipligtion Dm 

- . Division of  Vocational In s t ruc t ion  
rppligtion Number Business Education Unit DIP R . a W  DIn Completed 

!. Persontobntmct Wodcina Title T ~ l e ~ h o ~  Number - 
Deborah Col l ins  Senior  Secre ta ry  656-2562 

~ 

I. Action Raqwnbd 
a. t3 Establish Retention Schedu record will amtinue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 9 

Check One: P Change; 0 Supercede; 0 Void 

Larliest Latest 

I BUSINESS EDUCATION SCHOOL FILES 
I. Division d Office Function What isthe function of the Division and the Office in which th is  record series is created? 

No Change - - 

r. Racord Series h i p t i o n  

Documents relating to: 

This file contains the following documents (inc/u& form numbersmd ti&, Hany): 
Attach samples of the file. 

lnduded are: 

No Change - - 

File i s  wronged: 
. 

Iy Refwen= Rm How often are reaxds referred to Aich are: 
to six m t h s  old i; Seven to twelve m t h s  old 

1. An a1 Rate of Aaumulation of Rocor& 

/ .b 

I ; Thirteen to twenty-four months old 6- I 
-fin months and oldcr 6- ? 

er-rin drrwert ; Lsgill4rc drawers : Shelm - 

- - - - . =  ~ 5 I. .- (ow) . 
2 
b F 7 1 ;  w . 7 6  . 



It. Retention Requinmnts The following requires the series to be kept: ~ \ t  
8. SOtebW years. d. Audit period . years. 
b. Statute of limitation years. a. Administrative'heed years. 
c. Federal b w  ~~ years. 1. Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain )dministratin need. 

12. Approved Dirporition Instructions This agency recommends that the file series k cut off at the end of each: 
0 Calendar Yew; a Fiscal Year; 0 Other then. 

0 Hold in the current files area l W l t h ( S )  year(r); then 
0 Transfer to local holding area; hold - yeads); then 
B Transfer to State Records Center; hold 3 year(s);ttwn 
B Dcrtroy. 
D Transfer to State Archives for permanent retention. 
0 Other fsP?cifY) 

There instructions apply to all  prior and future Hxumulationc of thr rrkt. 

R-50-71; Rw.76 



I 
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTOR 
RECORDS MANAGEMENT PIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
I 

FOR AGENCY USE 1. Avncy Address 

Department of Education 
Office of Vocational Education 

ppliution Dnte 

pplication Number Division of Vocational Instruction 

INSTRUCTIONS See Publication 'No. 76-RM-1 for instructions on completing this form. Forward signeq original to 
Department of Archives and History, Remrds Management Division, 330 Capitol Avenug, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. i 

FOR RECORDS MANAGEMENT USE 
Application Number 

B I - lb0-  pc 
Date Received Date Completed 

I J A N  2 7 i 9 8 L I F E B  8 1982 I Business Education Unit - ~ ~- -~ . . PerrontoContad Working l i e  Telephone Number 

Deborah Collins -I Senior Secretary 6 5 6 - 7 x  - ~- 

b . Action Requested 
a. 
b. 

0 Establish Retention Schedule:,record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

Check One: 0 Cbnge; 0 Supercede; 0 Void 
(followed by title used in office; if different) 

.arliert Latest 
BUSINESS EDUCATION SCHOOL FILES 

I. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

NQ 'Change - - 

1. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers end titles, if any): 
Attach samples of the file. , 

Included are: 

I No Changes 

File is  arranged: 

3, Monthly Referena Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old -; 

twenty-five months and older ? 

Letter-size drawers ; Legal-size drawers ; Shelves ; Other fqwcifyl 
3. Annual Rate of Accumulation of Records 

to;;;, R-50-71; Rav. 16 



c . 
contain confidential information requiring security handling? If yes, cite law or regul?tion. 

it necessary to keep the entire f i le for a long period, could these 

ined in this series ever analyzed rd/or recorded in a summarized report? 

ries in your office, or in another 9ffia or agency? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. c. Administrative need 3 years. 

f. Federal retention instructions EEO 3 -years. c. Federal law . A , y e a r s .  

Attach copy or excert of laws or regulations. Explain administrative need. 

r 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then, 

R Hold in the current files area 
0 Transfer to local holding area; hold 
R Transfer to State Records Center; hold 2 yeark); then 
iB Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

monthk) 1 year(s); then 
year(s); then 

, 

These instructions apply to all pior and future rccumulationt of the series. 

3ecommendationr in p a -  
raph  12 r e  approved. 
'If disapproved. m o d ,  kttw 
p f  explanation.) 



INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing t h i s  form. Forward signed'original to 
Department of Archives hnd History, Racords Management Division, 330 Capitol Avenue: Atlanta, Georgia, 30334, 
Attention: M u l i n g  Section. I , 

~~ 

FOR RECORDS MANAGEMENT USE 1. @ncyAddreu __ FOR AGENCY USE 
Application Number Department of Education 

Office of Vocational Education 

Business Education Unit 

Application Date 

~~ 

Application Number Division of Vocational Instruction Date Received Date Completed 

OCT 2 6  1981 N O V  4 1981 
l 2. Person to Contact Working T i e  Telephone Number 

~- . -__ _____ 8 + U & A 2 3 3 4  ----Ip ~____ 

656-2552 _- ._ ~ _ ~ _ _ _ _  State Supervisor 
L 

4. Dates of Series 
Earliest Latest 

1977 - -Lla_date 

5. Records WLS Tik (followed by title used in office; if different) 

Business Education School F i l e s  

No Change I 

____ ___ __I ~_~I_ 

7. Record Series DedpSon 

Documents relating to: 

This file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. t 

l _ l _ ~  

8. Monthly Referenw Rate 

One to six months old 
twenty-five months and older 7 

9. Annual Rate of Accumulation of Records 

Lettersize drawers ; Legakize drawers ;Shelves ; Other frpecifyl 

How often are records referred to which are: 
: Seven to twelve months old ; Thirteen to twenty-four months old 

AR-50-71; Rmv. 76 



._  
~ 

3 2 ,  NO 10. Quertiifuire (Pbce an "X" in the proper column) 
1 

a. Is  th is  the official copy of the series? 

b. Does the series contain knfidential information requiring security handling? If yes, cite law or regulation, 
If not. wh ere is it? A 

- 
1. 

ik make it necessary to keep the entire f i le  for a long period, eould these 

g. I s  ihe inforktion contained in this series ever analyzed and/or recorded in a summarized report? 

lication of th is  series in yov  office. or in another offiar or agency? 
If v a  attach copy. 

laention Requirements .I The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need b y e a r s .  
c. Federal law --years. f. Federal retention instructions S k y e a r s .  

Attach copy or excert of laws or regulations. Explain administrative need. 

EEO requires three (3) years retention of all material used in hiring, firing, 
pay raises, etc. 

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; El Fiscal Year; 0 Other ~ --then, 

fi Hold in the current files area month($) 2 year($); then 
0 Transfer to local holding area; hold year(s); then 

Transfer to State Records Center; hold -year(sl; then 
Destroy. 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

, 

. 

These instructions apply to all prior and future accumulations of the series. 

V V 
3emmmendatiom in para- 
raph 12 are approved. 
'If disapproved. attach ktter 
P f eXpI8iWtiWL.) 



. I  

~- , FORAGENCY USE ~ 

ipplication Date 

_ _  
ipplication Number 

FOR RECORDS - MANAGEMENT USE - - - 1. Agency Address 
Department of Education Application Number 

e l 4 6 8  Off i ce  of Vocational Education 
Div i s ion  of Vocational I n s t r u c t i o n  - 

Business Education Unit 
Atlanta, Georgia ____ _~ 

DZReceived Date Completed 

MAR 2 1981 1 MAR i i 1981 

c. -0- Amend Application No. Check One: 0 Change; 0 Supercedein Void - 
office; if different) 

Latest 

1977 

CDates of Series 
Earliest 

The Divis ion  of Vocational I n s t r u c t i o n  is r e spons ib l e  f o r  developing po l i cy  r e l a t i n g  t o  
voca t iona l  i n s t r u c t i o n  a t  t h e  secondary and postsecondary level; p a r t i c i p a t i n g  i n  t h e  
development of t h e  S t a t e  P lan  f o r  Vocational Education; developing voca t iona l  educat ion 
program s t anda rds  r e l a t i n g  to i n s t r u c t i o n a l  areas; providing c o n s u l t a t i v e  s e r v i c e s  to 
l o c a l  school  systems involving a l l  phases of t h e  i n s t r u c t i o n a l  process;  p a r t i c i p a t i n g  on 
eva lua t ion  of l o c a l  school sys t ems '  voca t iona l  programs; reviewing a r c h i t e c t u r a l  p lans  
f o r  l o c a l  school systems'  voac t iona l  f a c i l i t i e s ;  reviewing r eques t  from l o c a l  systems 
f o r  t h e  purchase of equipment; reviewing voca t iona l  educat ion i n s t r u c t i o n a l  materials; 
reviewing p r e s e r v i c e  and in-serv ice  t r a i n i n g  programs; and superv is ing  voca t iona l  s tuden t  
o rgan iza t ions  a t  t h e  state l e v e l .  

__ - 
FDivision and Office Function What i s  the function of the Division and theoffice% which this r e c o F d X r x d 7  

. __---____ ~ 

7. Record Series Description 

Documents relating to: monitor ing t h e  a c t i v i t i e s  of t h e  Business Education program 
a t  t h e  secondary and postsecondary l e v e l  i n  Georgia.' 

This file contains the following documents (include form numbersand titles, ifany): 
Attach samples of the file. 

lncludedare: Program of Work; Secondary- Vocational Education Report (DE Form 0537) ; and 
r e l a t e d  correspondence. 

File is arranged: chronobgical l y  by f i s c a l  year ,  thereunder  by academic area, thereunder  
a l p h a b e t i c a l l y  by school system thereunder  a l p h a b e t i c a l l y  by t eache r s  name _--  _I_ - 

3. Montbly Reference Rate How often are records referred to  which are: 

One to six months old - t  >-A&! Seven to twelve months old \oo; Thirteen to  twenty-four months old L-; 
twenty-five months and older 10 ? 

3. Annual Rate of Accumulat'on of Records 

Letter-size drawers 3 h : Legal-size drawers 

- _ _  _- .. . - - 

; Shelves ;Other (specify) 
I 



I .  

If not. wheresit? -. 1 +-.~ 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regula$on. 1 

. -.L. ( .  
~~ 

~ - ~ ~~~ 

i .  
_ _ ~  ~~- ~ _ _ _  / .  __.. X c. Is this a vital recoLd? 

e. When one or two documents in the f i le make it necessary to, keep the entire file for a long period, could these 
~~~~ d. Doesthis series~have historical or long term' research value? __ ., -~ X 

X 
~~~ documents be scheduled semratelv? ----~:--: ~~ ~ 

in this series ever oublished? Ifyes,aaachmpy>- 
in this series ever analyzed and/or recorded in a summarized report? 

~- - __ . -~ _ _ ~  ~- ~ ____ -. X ves. attach COPV 

X 
-.--A X Is this s e r i e l h m & & m ? m  Qfit~.E!gU!arlY micmfihed?. 
-x -~ UQ~S therecord serie_s result in a camp_rrt er or in tout l -~ .~~ 
Wention Requirements 

h. 'ls'there a duplicationbf this series in your office, or in another office or agency? 
A e v e s . w h e r e L  - __ . 

~ ~~ 
__-~~ ~ 

- _ _  ~~~ ~ 

{ The following requires the series to be kept: 

-~~____years. 4. Audit period years. 
e. Administrative need I -. ~~. . ~- ~-years. 

a. State Law 
b. Statute of limitation 
c. Federal law ~~ years. f. Federal retention instructions ' -EEL. 3 years. 

Attach copy or excert of laws or regulations. Explain administiative need;' 

~3 .. . 
- ~--years. , i * .  

EEO requi res  t h r e e  (3) years  re tent i ,on of a l l  mater ia l  used i n ' h i r i n g ,  f i r i n g ,  
pay r a i s e s ;  e t c .  ' I ~. .. , . ,  

: . . . . .  

.. 
i ,  1 . . . . ,  . , ' >  . % ,  

. . ;  , i  I 

- ~~~ ~ I .  5 Approved Disposition' Instructions This agency recommends thatthe f i le serie& cut off G~the end of each: 
. .  

. ,  . -  ye then, ' ' ' . 0 Calendar Year;" Fiscal Year; 0 Other ~. 
,, , . .  -, i 3 ,  8 .' 

Ed Hold in the current files area L-~. -month(s) ''23 year(s);then ' ' ' . . .  '1 

Ed Destroy. . ,  

year(s); then . 0 Transfer to local holding area; hold 
0 Tran&r to State Records Center; hold 

0 Transfer to State Archives for permanent retention. 
0 Other /Specify) 

~. : < .  ~ i,:; ,'year(s); then 
: I ; '  : .  * ... 

The5 I uctio a l l  ac 1 ti ,f the serif 

lecommendations in para- 
iraph 12 are approved. 
I f  disapproved, attach letter 
I f  explanation.) 



. , . .  
c 

DEPT. OF TECHNICAL AND ADULT EDUCATION (04 15)  APRIL^^, 1996 

RETENTION SCHEDULES TRANSFERRED FROM DEPT. OF EDUCATION (0414) 
TO 1(HE DEPT. OF TECHNICAL AND ADULT EDUCATION; 

ON NOTIFICATION OF RUBY C. SHERKILI,, DTAE (SEE ATTACHED LETTER & NAMES ENTRY) 
1 .  

i .  
! 

0415-000 
81-0014 M Vocational Organizations Afyiliation Files .- 

C 960425 SA C 
4/25/96 Tran. from 0414(DOE) to 0415(DTAE) 

co = CY 
Review folder and destroy all material 3 years or older 
Note* Earlier Destruction authorized 

*t 0415-000 
81-0015 M Vocational Organization General Administrative Files 

C 960425 SA C 
4/25/96 Tran. from 0414(DOE) to 0415(DTAE) 

co = FY 
Hold in CFA 1 year 
Transfer to Archives 
For continuing retention 

0415-000 
81-0016 M Vocational Organization Financial Files 

4/25/96 Tran. from 0414(DOE) to 0415(DTAE) 
C 960425 SA C 

CO = FY 
Hold in CFA 1 year 
Transfer to SRC 
Hold 4 years 
Destroy 

0415-000 
81-0043 M Related ' Coordinators 

C 960425 -SA 1. 
4/25/96 Tran. from 0414(D 

0415-000 
81-0168 M Business Education School 

C 960425 SA I 

1 

E) to 04 5 E) 

4/25/96 Tran. from 0414(DOE) to 0415(DTAE) 

DT 

,i 



DEPT. OF TECHNICAL. AND ADULT EDUCATION (04 15) 
I . .  . 
Apm 25,1996 

0415-000 
81-0255 M 

C 

0415-000 
81-0256 M 

C 

0415-000 
81-0325 M 

C 

0415-000 
89-0026 M 

C 

0415-000 
89-0027 M 

C 

0415-000 
89-0028 M 

C 

1 
RETENTION S 

TO 
ON NOTIFICATION OF RUSY C. SHERRILL, DTAE (SEE AXACHED LETTER &NAMES E N T ~ Y )  

I , t 

- Administrative Subject 
960425 S A  I 
4/25/96 Tran. from 0414(DOE) to 0415(DTAE) 

CO = FY 
Hold in CFA 1 year 
Transfer to SRC 
Hold 2 years 
Destroy 

s t  

School System 
960425 SA I 
4/25/96 Tran. from 0414 (DOE) to 0'415 (DTAE) 

CO = FY 
Hold in CFA 1 year 
Transfer to SRC 
Hold 2 years 
Destroy 

Trade and Industrial Education School System File 
960425 SA I 
4/25/96 Tran. from 0414(DOE) to 0415(DTAE) 

JTPA Unit Administrative Files 
960425 S A  1 
4/25/96 Trans. from 04140(DOE) to 0415(DTAE) 

SDA Cooperative Agreement/RFP (Request for Proposal j Files 
960425 SA I 
4/25/96 Trans. from 0414(DOE) to 0415(DTAE) 

JTPA Section 123 Activity Files 
960425 SA I 
4/25/96 Trans. from 0414(DOE) to 0415(DTAE) 

Entered by: Approved by: 

Date: Nov. 10, 1946 

2 



April 25, 1996 

%t Ruby C. Shemll 
Office of Technical Education 
Department of Technical and Adult Education 
1800 Century Place, Suite 400 
Atlanta, GA 303454304 

Dear Ms. Sherrill: 

Thanks for the JTPA information you shared with me this morning. 

Enclosed are copies of the JTPA retention schedules from Department of Education: 

Schedule #89-026 - J”PA Unit Administrative Files, 1983 and [ongoing]; 
Schedule #89-027 - SDA Cooperative Agreement RFP Files, 1983 and [ongoing]. 
Schedule #89-028 - JTPA Section 123 Activity Files, 1983 and [ongoing]. 

We will update our records to transfer these to the jurisdiction of the Department of T-nical 
and Adult Education. We will also begin a review to see if there are other records series that 
should be transferred from Education to Dl%AE. 

We will begin development of a common retention schedule for the local school systems’ JTPA 
records when we receive the Department of Labor manual. We probably will be calling you again 
for clarification and additional information. 

Again, thanks. Call us if we can be of assistance. 

Sincerely, ‘ I  

Peter E. Schinkel 
Head, Schedule Section 
404 6562373 FAX 404 656-2949 
<petes@archives.sos.state.ga.us> 

Enclosures 
cc: ’ Andrew S. Taylor, Assistant Director C:\AlWI 5-96.LTR 



! LNAME Sherrill 
SALUT Ms. 
TITLE 

FNAME MI Ruby C. ,i 

6 AUTH RA 
i 

RECNO 2207 
l I 

PHNO 404 679-1678 EXT ' ORG , 1 

- FAXNO 404 679-1675 EMAIL 
CONFID 

AGENPREFIX Department of ACRONYM DTAE 
AGENDESC Technical and Adult Education AGCODE 0415 
DIVISION Office of Technical Education DIVCODE 
PO-BLDG 1800 Century Place, Suite 400 
STREET 
CITY Atlanta STATE GA 
ZIP 30345-4304 DELIVERY M 

COUNTY Fulton INST SA 

TRANDATE 04/25/96 INIT PES 
NOTE 4-25-96: She coordinates JTPA for local schools. She will send 

us the GDoL Manual which sets 3 year after grant period 
requirement. She thinks a common for local schools is a good 
idea. 

Told her we would transfer 89-026,027,028 to DTAE; would do same 
for any others if we knew which they were. 


